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OFFICE OF PERSONNEL MEMORANDUM NO.)0~>$fe 


SUBJECT? 


Civil Service Retirement 


REFERENCES? Ag®ncj Regulations on Civil Service Retirement and 
Chapter R-5 S Federal Persona®! Manual 

RESCISSION g Persona®! Director Memoranda® 46-S2 

Designation ©f Beneficiary a Standard Form Mo 0 2808 


1® This mesEoraadw establishes th© ' procedures to b© followed 
within the Office of Personnel is administering the Civil Service 
Retirement program as prescribed in Agency Regulation©*, 
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a 0 Retirement iraforsfat!®^ advico and counseling will be 
provided by tfe© BmL@y@@ Services Division*, For this purpose^ 
Attachment 1- will b® used when appropriate as aa iaforaatienal 
handout to .interested individuals;, including personnel or resigaees 
not at headquarters o 


bo Th® Gomoollng Branch,, Baploye© Service®. Divisions ha© 
general responsibility for ©ondueting retirement iatervi®ws s ap- 
prising employees who Xeav© the Agom^f of their retirement status 
and answering other specific Inquirl©©*, The Insurance and Claims 
Branch,, ESD C will provide neeosaaxy technical assistance to th© 


©o Gonns©ling Branch will dlseuss in retirement Interviews., 
pre=<82d,t interview© and when ©thorwiss requested,, the following 
factors as applicable to individual ©as©s? 

(1) Eligibility for retirement 

(2) Length of civilian and military service 


service 


Survivor 


[6) Advantages of maiding voluntary cost r ifout ions s 


Estimated asswat of the employee 0 ® annuity or 
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Presecte© for making application 


t@ individuals realising outside ©f X'feghiagi©% S op imfosmtifia 
©easeaMag thsis 5 retiramant' Fights, privileges*, ®d benefits and 
Mil pswids the aeesssaxy application 1 fortes o Such individuals 
MU to Instructed to sand applications to-fch® Q£fi@© ©f Personnel*, 
tl*30 E Street^ H« W 0£ > Washington 2 $$ B© Go® for processing and trass® 
MLfctal to tbs Civil S@s=vie© Crasraissioa (See Attashissats 1 $ 2 9 3 asd 


®o Tks Counseling Branch MIX v&rfLm Individual eases ©f , 
absene© for reasons of 53,1. health t© consider the @ssple$& 2 i 0 @ 
gsssiM© eligibility for disability rstireamto Is appropriate eases® 
ttsa Cetanssliag Br&ssh MU ad's!®© ths en^loys© of his apparent 

mi 


3p Advsae© fefcie© @f Ag© Retlrsssat 




Sfes Ssojssaetdsas asM B esso^d® Branch® Processing and R@©ords 
•5 MU verify th® a@s?vl@© ©£ m&h m&> 1©^©© appre&ghlseg seseSs^ 


Gsaaisaioa a®t X@ss than @&e year but not sor® than t®@ 
s®o For this purpose® the Transactions and Records Branch® 
arrassg© islth tbs Corresponds©©© Bmnsh s ¥BQ 0 t® pgs pa g© as 
I letter for slpmtera and fefiabssaittal to tfe© Civil SssrMe© 
by th© Deputy Assistant Disaster for Porsosaelu FoHeMsag 
©f tte v®rl£I®ati©% tbs Transaction© and, Records Srsnsh MU 
Snfomafeioa <sa the ®3^1@y@®te 5©sMjs© •Bsgord Card (SP ?) 
original ©f tfe© GsEMasIoa 6 © letter in tbs @isplsys8©% 



Actv&as® notifg© @f Emdatory ©g© r©tir©jasnt MU b® givs 
approsdsately three months M adfsns© ©f, tfe© dais of 
it Egast b© receives Ibg? ths <sapl©ya© at least <6© 4 


bsea 
Mil &5 


Branch that -t$a® @^l©y®aOs mandatary ag® ratinsmssfe has 
if led and spseify tbs separation dats c Tfe® Coaassling Bsmsh 
f©r th© Sorrespondamg© Branch to prepare a suitabl© 


tbs sigaatur© of the MB/P ss&i MU state ths proposed ©ffestlv© dst® 

let os 


-Possessing of Alligations for Estiswmt sai Bsatfe Benefits 
&& At 


<z> £ o 
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Th® Insurance Mid Claims Branch will review each Applica- 
ble® for Retirement*, Standard Pom 2©!!^ fco insure that the" form 
is properly executed and to determine if the data reported by the 
«p3L®y©® c such as the approadsaat© years of service^ title of post- 
fcion s etgoj, agrees with official d@e«ireabati©n in th© employees 
Official Persona©! Fold©?- It will coafeaet ' the employe© for any 
supporting papers needed or for clarification of conflicting in- 
formation o 

(1) Items & D 7 and B will b© filled out as follows: 

(a) Item 6 «= "OXA' 3 will be stated as the place 
of omploymeats suterdisai© units will not fe@ shown , 

(fe) Xtoa 7 = tB Washia§A©n s D 0 Co 1 ’ will be listed 
as the pl&e© of ©mpl@ya®at „ 

(©) Item 8 - A general position title may bo 
used if it 1© not as organisational tibia or otherwise 
poeullar fe@ ths Ag®n©y c (a geraor©! 'civil servieo title 
is ace©ptabl©o) 

(2) ,1a any ease in which the creditability or length of 
ssrvlco of Me® sapl©y@© is not fio5a©teaiv© i0 the InsuraEC© and 
Claim© Brarfish trill refer the qu&s stisn b© "Ues Transaction c end 
Records Branch for determination 0 Wlnea m coosasy p and ssstErlty 
@®©sidGrati©aa pom±t 0 bh® Srasmebion© and Records Brans! will 
arrange with the Correspondence Branch for tfe® preparation &f 

a letter B for signature of the i)®/P 0 reqvjssfeisg verification 
of the Individual 0 © elafeM servile© fey the Civil Sor-cieo Css,- 
mission ®r other authentic source,, 

(3) If the application is for disability retirement,, the 
Insurance and Claims Branch will aeoar® the rsq'dLrod supports 
ifflsg docuss^afes fro® bfe© Ifedical Xffic© and the ©rgaaisatlcaal 
raait e@a@Qr®9d (So® Attachments 4 and The His^iranss and 
Claims Braash will request that tfe® d©soription of the dis- 
ability be phrased in general t«s-m@ if swete disability was 
incurred la lin© of duty and is duo t© classified ©parabioses •, 
fh© injury should be described In a mm.o:? that will peradt 
the fora t© fee unclassified, 

bo Applications for Death Benefits 

Wh®a as employe© dios 0 the feuaseling Branch will review 
his fil® to dsterain© whathor this record indi cates a survivor or 
bss©£I@Ia.ry who may fee eligible for death bans fibs., Itffcem applicable j; 
the Counseling Branch will forward Standard Form 2000 8 Application/ 
for Death B©a@fit© B to the survivor cone©ra©d and infos® kin. of the 

- 3 - 

•tlSClE,-: 
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proeedtasl requirenients 3JSrel»®d in mkiag m application*. indued^ 
tbe sififiaissiea ©f & earfeifisd copy of tha death eerfeific&to -{Sos 
Attachment 2) 0 t3 €IA M bs stated as the plae® of the d m&£as&“3 
sa^S@^S3©t 9 and '’Wssfelagtan., 0 O ’ C» w a® the lceatien<>. The letter 
shoffiid specify that the foiss is to bo returned t© the Office of Fa**, 
soaaaslp £303 B Stcs®et p K® W<> 6 tfcshingtea 25® B» C*® instead cl to 
Civil S®z^i©3 CosssdsslOTv Sssapletsd applications for daath benefits 
trill b© possessed by tlx® Insurance sad daises Branch® 

©o Fiatl feec^ssteg of Applications for Retirement sad Ba&bh 

Bsaefita 

Ste jfeeura&e© and Claless Branch will determine whether my 
Ggsg&ol procedure @5? d^raentestica 3s squired to caff set secure p;©- 
©©ss&ag ©f Standard Fom 2800 y Application £©r Death Benefits,- arid 
Standard Bern 2801*> Applieal-i@a £m‘ Retirement® through the. Retire--- 
asat Division® Civil Servic® Qomimlon* Standard Form 28o6 y Indi- 
vidual Bcttrassat Record® and Standard Fossa 280?*. Register of 
Ssparatioas and ffcansfers® will bo obtained firm the Controller 
£©r attsetoaisffit to th® applleatiea involved* Completed appllcatie&a 
will ba foewardsd t© tb® MI)/p for si^atumy esspspt as provided 
iia (1) fe3l©x-7 a sad for transmittal to the Civil Service Caffiuioaiv'a 
la either an ©vert @r a secure manner® as the eisxumctanees 

(1) IS 'ossffiF&ty e©a©£d@Tfp;t5.on£ p^ociada oignat'.sa of 
ag^Slieatiea for 'retireasn.fc ©r death bsnsfit® fey the RA'0/V., tlig 
Scssamaso and -date Branch wdil obtain th® signs tors ©f 
j^ss'opriat® certifying officer in tha Office of the Coapti-sllu:-’® 


(8) Whs® GQC&rity ©©nsMsratie&s so raflfitfrs., &ppXicat.i.":'c 
u232 fe© teM carriod t© cleared psressaol £a tha ftr 

fiscal prssossisgs. 


Doslpatisa ©I” Baaaflsi^v/ 

Oc at Batrossso ©a BsSy 

®j© frans©©t&@©3 cad. !e@®rds IrcEsfc &d> s L es^ustot c?csb 
q3§@Ssfec.© ®S tto tercbs 5 @£ prssefestgo doftosd %• lor? cad xstll 
cCi'’®st ihta t® eassisfea StaMard F©pa 28 ©8^ Bcsigar^iesi e£ 

©i. im d^i.aato 0 if fe® d®sfc?QG t@ olo©t g tesssfisiars^ cut r.£ 
tS b p®®3a?rl%3d ©sdar® 

feo Bosigaatiea IMflag 


(1) to Gzg&eyo© Eoy feeigmats @r rs?lQKigr:ata a bsiefi*. 
@i2&7 ©at ©f t&Q ps®s®rited esdo£ s ef pHx&sofer©.© at gt ; v fir;; 
lay Gss»tiag gkI f©r3Q2diaf ta© s©piag ©f StazsSc^d I'teu 230-\ 
gaai^ati®®' ©f t© tho ©ffimo ©£ rs^seurffic^.,. 
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(2) During an employees processing for overseas assign® 
ment B the Central Processing Branch 8 PRD* will advise him of his 
right to designate a beneficiary. Interested employees will 
be referred to the Transactions and Records Brands The 
ployee will be advised against, taking his personal copy of the 
designation form overseas 0 

e„ Designation at Separation 

«* 

Each employe© in the Washington area who applies for is.- 
mediate or deferred reilssaent annuity when he leaves the Agency 
will be advised by the Counseling Branch ©f his right to designate 
a beneficiary out of order ©f preeeds nee 0 Interested individuals 
will be referred to the Transaction's and Records Branch.' 

d 0 Processing ©f Standard ^orza 280$. Designation of 

Beneficiary 


(1) Kss Shl@f ©f the Transactions and Records Branch 
is responsible for verifying that the form Is- signed* wit- 
nessed* dated and ©ttorwie© prepared in accordance with Civil 
Service Commission reqwirsmssats* estsspt that Item 4 cn the 
fern will fe© left- blank e 


(2) B©th copies ©£ Standard ' Form 2B0 B 0 D©signat,ioia of 
Bsaofisiazy* will fee transmitted to the office ©£ the Assis- 
tant Dire®t©r f m • Porsonsel for stamping the official date 
and tarns of ree©lpt ©a fe@th cop&sso The fsms will be re® 
turned to the Transactiono and R®e©rdg Branch 0 


(3) Th© Transactions and Records Branch will detach 
the duplicate copy ®f the form and forward it through admin® 
istrativ® shanaels t© the designator for* his personal record* 

Th© original ®f the form will be forwarded t© tho Fiscal or 
Finance Division* as appropriate D by ass original and ©no copy 
I @>£ a transmittal mararandi!®,. The sisasra Mum will reqasst tfe3 
I Division concerned t© aekaowiedg® receipt ©f th® fosra. ©a the 
copy ®£ the aesisrandus and to ret wm this copy t? tfes Trass® 
actions and Records Branch for filing in th© employee °s Official 
Personnel bolder 0 The Transactions and Records Branch will 
saiataia a third copy of th@ transmittal ass araadua in sue® 
i pens© until the Fiscal or Finance Division concerned returns 
I the acknowledged copy, whereupon the Transactions and Records 
Branch will destroy the suspense copy ©£ the agEosaa&ia. 


(4) The Fiscal or Finance Division* as appropriate* will 
retain the original ©spy of the fossa until the individual 
concerned leaves the Agency, Upon separation of the employes. 
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the most resent form prepared by the -employee will be attached 
to Standard Form 2806 s Individual Retirement Record, and 
Standard Fom 2807 , Register of Separations and Transfers , for 
transmittal to the Civil Service Commission-, 

6c Applications for Pur chaste @f Service Credit 
a. Regular Procedure 

(1) Employee applications for deposits or recleposits 
trill fee submitted to the Insurance and Claims Branch on Stand- 
ard Fom 280.3 (or Standard Fom 1 o3) s Application for Far. 2 hr.se 
®£ Service Credit , for assistance and processing , 

(2) ’Whenever possible, the Insurance and Claims Bren'' - : 
will execute Schedules 1 and 2 ©f the to on the basis of 
the inf ©ration available from the employee "a Official Per- 
sonnel Folder. Th© Chief 0 Employe© Services Division will 

t&® £©m a© ovidosac© that the statements in Schedules 
1 and 3 aye based up®® official record© ®f the .Agency and 
will forward the form to the Retirement Division, Civ:?. 8 or- 
vie© CssDBid,ssioffio 


(3) If applicable s the Xnaurane© and Claims Branch will 
eoord&nats with the ©ffic© @f the Assistant Director for 
Personnel any security questions involved in procsssing such 
applications o 

fe„ Spseial Procedure 


fh© office of the Assistant Director for Personnel wall 
process applications for purchase of cervi credit through secure 
ctara©!© in th® Civil Service Gassaission when special procsssing 
is justified m security grounds. 


7o Voluntary Contributions 

If th® office concerned interposes a® security objections, an 
ssaplcye© jp.sy rafe® voluntary contributions to fens Retirement s? vr.d c, 
sutoitting directly to the Civil Service Commission fifrar-^ar ‘ 


2gQ^ s Bleetioa to Make Voluntary Contributios 
' and IS}* If this procedure is considered by th 


oy,:.©; 


Sections 
ndcorasd 


CwibVi y £> y o «£»^* — - — - ^ 

to be unsuitable for security reasons, th© application will b® for- 
warded to th® ©ffic© of th© Assistant Director for Personc&u. ao,; 
secure handling* 


Be Processing Applications for Refunds 
8,o Regular Procedure 
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(X) Ass spalama altgifele for a refund^ a a indicated in 
Section 6/1 &£ w ®ate application when he is 

absolutely s@pbmM ircka the Federal sor^ice by executing 
Standard For® 2802 9 (or Standard Fora 102) p Application for 
Belted of ftstiressnt Deductions 0 If th© employee plans to s=i> 
eates 5 serric© st some future dato 0 he should be 

f© 2 S@d @f tfc® seosssity for paying bads the deductions plsss 
oocraad interest ia order to r&sse±m retirsEiant credit for tha 
parted of ses=v7ie® <8OT©r©d by the refund* 

(2) Tm> Ooanssliag Branch Kill assist interested i&dirio 
duals ia preparing Standard Pom 2802 s Application for ReX\r3 ; ,l 
®£ itotiraaenfe B©dmet£©&% at the t&®3 of tho exit interyisrr* 
©ss^Xetad fosss Kill fes forjrardsd t® tha Payroll Branch of the 
F&esal ©r Sisssne® Division*, as appropriate *, for final prc-co^ni^ 
aM trsiffissaiit&l t© the ©iftil Sortie© Cosealesiottc 

(3) Item j»acticaKLo s tbs CoraoseGisg Branch m ay cassinl* 
©ste Kith &b ssplays© resigning outside of Washington,, £* C : .-=. 
©£3ESomi3ag his eligibility for a refund and the precede?* to 
fea follsasd (Sa© Attacteants 3 m& $)<> the employe® should 0-3 
Sssstresiad to sshsit the application f cm -to tfca Office of 
$©2 ®ote®1 c 2l$3Q 1 Street^ R» W* g UasMngtoa 2£* B« C« t instead 
©g to tha Citil S@5?3i@@ Ssmnlssiono $p©a receipt of ths appll 
©atiesj, th® Ccssselfcag Branch tdH forward it to the appropriate 
Pays^sGLl Bsassch for final ^^0\S(Dcs3t2> •Jag and trazusaittal to ths 
e®saicsioB« 


Fresodsar® 


A sposfel pssssdtes Eay fe® msd for refted of rstirsK-snt 
fedfcsst&MS dirsctSy by the Agsmsy wham disclosure of ths izsdi^ids el 5 r; 
A@3E3y coasBoct&s® tsoEld e.br£%s seserity r®quirsaent3 0 Wo accrued 
Satas^st is paid uad®r tfei^ preasdag©* ®& Gosordsffiso with the apw*-- 
Errfit fee&scsa th® Agsasy cud th® S&ffil Ssirds® Csar^iccitm^ the ps?cs&«r3 
rm^to mssd sp"s-jLa^Ly c • All resjasst© for diract rafted r,!3J. *ea 
»a^s»s©d t© tho @£fi©@ ©f $*© Assistant 3&g®gt©i» for f ssosansl for 
wcfvlhj:] m£i 


l'333?;'rc:' c©esid9i»tisa . is bsiag gi.t^ss to th® ra^ae^loyEsat <:.£ a 
@2,sAX twsdo© aw3®itaat 0 @aso tfllt fea sefswsd t© the offlt® cf 
the Assists'-'jt 91«£3t©£’ Pasa«!@av.:sl for appra^la 

30 v Sfeforssitisu ©a Itetirasesat Actisi.tios Porf©ax3d by dsspfe: olios- 3 s 


a P S?eMsg BstocESKt ®33§astite3 


bfen sffa'st&sag salary t® s^lsyoas paid Cran 

•0j?cii fvi?.% 5 tha Fi^sal BJ.vdsit^ .is ^3ip«nsiKlc fee consuri/ ©n >^.7 
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transferring the total amount of retirement deductions from the 
CIA appropriation to the retirement fund in th© UVSc. Treasury 
At the end of each month;, the Finance Division prepares a cheeky 
payable to the Treasurer of the United States 9 for the a steal 
amount of retirement deductions taken from salaries paid froa 
unvouehered funds during the period and forwards the check to 
the UoS., Treasury through the Fiscal Division* 

b<, Processing Individual Retirement Records 


(1) When an individual enters on duty., the Transactions 
and Record© Rraadb initiates Standard Form 2$QS 3 Individual 
Retirement Records and forwards it to th© Fiscal or Finance 
Divisions as appropriates * Tts© Division concerned maintains a 
record ©f retirement deductions taken during the Individual 11 s 
eaployaent ia th® Agency- When an employee transfers bstwaoa 
vombomd and unvouehered funds* his Standard Fosa 2B06 S 
Individual Retiremsat Rscerd* is als© transferred* 


{2} When an employe® separates from th® .Agency y the 
Fiscal Division transmits Standard Fora 2805* Individual Re- 
tirosasnt Roc®rd 0 and Standard Form 2807 s Register ©£ Sepa- 
rations and Transfers* t© th® Civil Service Commission except 
wfeea tho Offiera of Forgonaol obtains those forms for trans- 
mittal with a retirement application* Finance Division forward® 
Standard §®Q6 f, s for employees paid from usvcucherod fund® 
t@ th© Osranission through tho Fiscal Division* 

e* Direct Refund @f Deductions 

Whenever unusual eir ewastaas© s require that an individual 1 © 
osaaployasiat in this Agency not be revealed* oven after bo io sepa- 
rated or transferred* the Assistant Director for Porsomsol e&j approve 
a refund of the mount of his r@ti rsaeat deductions* The Finas.cs 
Division will pay the individual a luap^stsa equal to the retiressasat 
deductions originally taken out* The employes °s For® 2@06* Indi- 
vidual Retirement Record^ is removod from the file* and necessary 
accounting changes ere ©ad© in the retiramst records ia order that 
the individual 8 s esaplopsant will not be reported to the Civil Service 
Commission* 


yjimm, Eff. medcch 

Dopfey Assistant Director 
for Porscancl 


Attachments 


ilMFKPiT 
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RETIREMENT BENEFITS AT SEPARATION 


fej that ;p>u are leaving or &re planning to lea^ the Federal servlet 
. 4 will fesero m interest to jour retirement Mthhcldingg 0 Ujjor you?? C s p n- 
rstiOHi jots tjHX b© ©l.xgibi© f@r annul tj ©y a refund dsspsndiisig noon won'* 

*0 


lo Eligibility for ®s Amm&ty ©r Eeftod 

2i you has?® less than ffet ysss?©^ slvUlan Federal 
sM® ®ad©r ©i'sll ©sruls©- s^l32?esisnbg you, or© entitled enly to ,z r©f pa! 
@f to© dodsssticas toish tsitohold froa your base ©alary isles'' 
fetarssto (Bodwfeioss MttofesM pri@r to Jft Dcsssfeor asoKEsi • 
Sstcassst at *ca sssnal mt® of % tosreaffcss?* to© rata is' 3 

pssp$©a&o) lea say lose® tos ssasy ia-th© eivil sewto rotis-a'r.eai 
fvMd S=£ ym plm t© s ! ®= j ®sct®s s to© F(M3 sbA sor^iesp but no interest as Hi 
o@sr ®2 daring the g-ssr-iod ®f y@ur soparatioao 

yma Slav® &©re than £lv& but less than 20 years of eraditsbla 
Fofeiral SQrul®©^ ym Item to® ©piles ©f taking & retoad or ©•? Z^.^rio 
os osnsitg? taps® scsMteg eg© 6f » tea tosugh you my ml be '* 

©a aa&taity tes^Satoly agsa sopamti@% yeu isay Icaro too ho:W 
is y@®? o®3@asat e end it Mil ©©ntlaua t© aecrao interest for tbs 


©f sa'es 


d© 


$q sligiblQo 


■> 


•' Ga tfe ©tosr kMlp if y®er ©soditoM© eexvie© totals tesniy ©r 
ess© yG>si2?Sg y®u or© sms Isages? eligibl® f@r a nstostd usAsqs yen ' cat ©s 
© gasitte swbjcgf to another Federal retirsEeat system Jen era 
®atitlsd to oa ©muliy at to© tSsa ym beeoaa eSdgSM© tor ysfeivs®**: 
S&tsrast ea yrnsr ?©t&ms»st ©©©©cat ©scffaes tatil toe omiulty ba^ois."**' 

QftoC 5 t-l' 00 o 

Bettes* @r a©t j^ga or® ©ligiblo f@r r@tirssi 2 s- 2 t at secamtioa 

_ Af-, - .O- -« nn /.ft -a - " 


ottep fa@t®ss3 ttesa to© aisaisao re ^alraEBst ©f fto© yem"^ 
©IvUioai s©s“^i©©® bs^l©fg y§ss soy sssdor ssiy ©f tfes f 


2U At sf'a§i If ym ar® totoSl^ dSaoMLad tor usatoi aod ©ffto 
©toat aorvlso la y®ur p© 0 iti©a e ©r a ©oiapaKiblo pssitios,, and ysr hay® 
tkD g©®sS®3d oisstoa ©£ fit® yeoroo ©rsditabl© ©i yillga norcle©^ 

latsssoa a@so S5 and (&& If y@u bat® 39 ®r s©rs yasroo ©sbdito 
abl® s©svS^® 0 tot 5 /s® as® subject to a p3s©®Btap> s^dnstlca ©£ l/% cf 
2^ Sa to© ssss&fo ®£ y@ns> mraalty tor ea@h toll smto y©u are maS-OF @§ 
at to© tSss ef y@m .retSse®za% 

So At ago <$g ®r oftorExMs wito fit® ©r jess® 5®seo« sa&fijsQij 


ho At assy c$s t&to ®p esso years 3 usr^to© if ym as©) 1 


tarily ospa^atsd sat for ©suse^ y©nr am% MU- 


SJOAUiO.- 


5^0 w* < ^r;-a- ' 
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Xfk ®i 1$ for each fall ®sath yam mate 1 ag© 69 at tbs ties of 

retirements 

If you mm eligible f&v retirement at the time of your sepa~ 
rati@a e ymx ®ay apply by ©ssaeuting standard Form 280!,, Application 
f©5? Retir®maat ff and forwrdlng it t© th© Office of Personnel fer 
fiasl processing and transmittal to the Civil Sorbic® CoffimissicSo 

Bo Cyeditabl© Service 

F@y retirement purposes „ $m siay rse®iv© credit for most civilliaa 
Fsdaral ®^l@ys3at 0 M ©rd®r t© fusH credit for 

psyi @ds ©£ ©IviXiaa s©5rsd<s® deductions trar© not withheld^ ©ssopt 
p®rf.®ds ®f Fq«Ib£® 1 civilian sosvl©© perferasad befor® August 1920 t , it 
tdl ■ tei Sm jm t© seals® a d®pa®I& ©©? ©rlag to© ©a&mmt of 

<ie§u©t£«s that ®auXd haro bam - withheld plus as@vu©d interest „ If 
ps® <fe ffi@t sate a deposit^ to® period is stHJL <g©unt@d toward agg^ 
gat© l®s2gth of s®svi©® p but annuity la rsdmsad by ca® tenth of 
th© cs£©»t &£ tbm dsposit that Basid b© r®qutocd<> 0a to® ether hand,, 
if ham mmlmd & refund <gav©risig ©ay previous period of Federal 
Qm^fm 0 that asasraaij Including to® iat@r®st p mm t b® paid bask Into 
to® x^tlrsKigg&b fund bsfor© such s©rvi©o ®1H b© ©@®it@d toward an 
a@nuity 0 Jm Eay'agpSy for a deposit ©r radssp®sit by sobasitting 
StaadaM Fas© fS©3 (®r W$) & AppHeat&oa f or Service Credit* twites 
QSO&o @f Pensassto! fesfor© y©w sgparaiiosa ©a to i&® Q toil S®?vie© 
eesaisaisga aftos* your separation, but prior t© the official dst©r^> 
E^»ati©a ©f ;p®r asauity., 

1m mg' also <s©wt period© of ©ilitsry service toward civil 
sesvii§® retirsesnt if y©a have the sdaisau® five years a civilian 
sesreie® aad d® E©t ©radii the military service for military retire 
scss&t pay® If ysa raar§ ?s®®d@d in ©osh&t ©s* if the sasr-v is© wb® 
s-.&spJLs'c£i &a a roserv® statos D y@u can wa apply c ®Bd®r certaia 
©is=©ii®Btan(S®Sp perisds of military service towards both a civil 
issFulgQ camuity land mUitasy r®tSLxement pay 0 Moreover yeu xseoie-® 

crssiit f@r> military s®wi-@® applied temrd eivU service r«tirs» 
E®r?t ■g/ifemt sioMs^ a dspsslto 

©o Velisatagy C©atrlbmti@ns 

Swa seay obtain a 2jorg@x» aanuity teasflt by seaMsag voluntary 
©©ntributlons t® tfe© retd^eseat fund bsfor© separation er affeu? 
s®pasati®a s uatiS ,to© dat© of adjudication of ymss? applieatigs for 
r©tis«sato featrSbutleas may hs smds in ©memats of or 
sslt^Sss toojrssfg by ®?feitt2ag St4andaM Fox® 20o£ (®r iOh) 0 Slc©= 
tlea t© Hate felmst&ry C@ntr-ibutiM8 0 fatal ©oatsllmtiesa ssy act 
QgsiGodl 10 psg^e^fe @f y©ug> total bs®i© ecspsnsatlon for ssreiesa 
sMaJES sissQ 1 August IfSQc, 

D-, Xtefteio 

fter© is usually aa advantaga, to Saatdag ratiremant •aitohoMiago 
'2m th© r®tir®Ksat ftod for a fate© aa5scii%v if y©» ar® ®ligib3a@ 
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rather than receiving a refund (for ©nasplcg J% interest accrues to 
the date of the annuity)* Should you elect to leave your money in 
th© retirement fund in order to receive an annuity when you reach 
age 62 9 no immediate action is necessary ©a your parto Within tho 
last three months before you become 62 s you should writs t@ the 
Civil Service Csmmissioa to males a formal application » 


If you ©lest and are eligible for a refund^ you may apply by 
filing with the Office of Personnel a formal application on Standard 
Pom 2802 (or 102) 3 Application for Refund of Rotironsrt Dcd'ictignSo 
Final settlement of your retirement account trill be made by the 
Civil Sssrviss €ssEai@sloa Tko amount to your credit in tbs retire- 
seat frad is separate end disMaet iffcm other final payments wLLfth 
may ka due’ you fros the 

E- S«rviv©r. Benefits 


Any telan@Q loft in $ov& aecmaat feliewissg your death will bo 
paid as a annuity or ao a payasat to yr.rrr bsre- 

fisiagy-, SiQ Offies ©f Pors®sn© 2 , will inform you ©cssaithiEg those 
prospective tesisfits and the ©rdor of preesdene© ia which Imy-sr 
fesnofite will fee paid t® bonofielairieo* Before you Leave tbs rsr- 
viccg to 0 V 0 ?j yota my designate some other seneiisiEAy by Lens- 
fleiasiasp wh© will feaho prsecdoneo over t&ose yrecsr died by lay. 
fey filing Standard Pox® 28QS 0 Designation of leaefisiaryy -with the 
Off iso @f Per samel o 


fho- Off !©o @f Po has f agilities for advising 30& yi-d?fLsLel 
©a the typos- ®f essBS&ty available and estimating the asesnt of sjxvity 
paysKxafea t&i@Sa you will ffaeoivo* It will als® assist you on any ether 
retirsaasat questions which you say hrvyo. 
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Sample Letter to Beneficiary Concerning 
Death Benefits 


Sfe®o Dm 
MOO MqSm Stessi 


It appears that say b® eligible for (mxrriwr ©rnuity benefit© 
«d©2> tes CfcTil Sox^iae Hetirwsnt System) (a iw^ogesa pajissnt of ©easy 
stendfeg t© tte credit of M th© l®tSjpsmsnt Fuad, which if 

paid Kamld b© distinct fessa Is •j&iefe say b® drs from tts 


It tsSXX, fe© n®g©ssary for y@® to sate a fasassl ©ppMsatioa for this 
b®a®f£& ©a th® attested f©s®o Pleas© ©aglets the foraa in fi@e©reknes 
with th© printed iasts^eetions s isisluding tfe® rejjcdlresssnt that a death 
certificate te suteittefic . This XilH awid any da lay which sight rssnlt 
Sr&s, falXisr® to e©ispX®t® tiie fexa @r t@ furnish srugp@rti!Bg paisarso 


Tm £om and nsoossary paps?® sheeM b® ®@nt to the Offis® of Person 
sals Sk 30 1 Strmtp M 0 lio 9 Washisgtoa 2$ p B 0 Co S ratter than to th® 02M1 

Sosvlco C<s»is3icno Ste r®@©M ©£ Mr* «a dsdaetic&s ' in this 

A g@©sy will, to attested t@ f&m appli©S^n'MS _ 'ttes© doeusEsnt© will te 
fesssiifed t© tte Cesaiscisa for processing which sssy g®qiair® frea on® t® 


a advise u® if tjs ©a® to ©f aay farther assistane® to y©u 0 


smxssr trass 


years y 


Bsps%- Assistant Sirs 
for F<ssm>mM, 
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$ebp&© Lsttor of lafozmtica to JadlridmL A bsaat 
Frca Hsadqusrtars Who flay Be Eligible for 
Disability Retirement ©r Refund 


Isa J-stea C@3 
SjOOO SSaSsa Stswt 
Gtz&scigOj, Hltoig 

BS5SS- fee Dess 

SSase ym. (eifa censMeslng reslga&tiraa} ( fea^s ro0.gm&) grtsn. <&d A^“-;<7 
f©” ss&ses af .Sll fe.sai.tfer. ts® ez-s toaisMsg the foXlrniag itep-^teisa «•:: 
j/ssas 5 sligSSjiMty Sm? disability retirement 

5fe© GiviS, Sssviee 8©fear®®$st A©t pawldes that m &?<§>?*>$'£.$ rfe.o ten 
2=sads!ru?d at least lira yeaga ©f eitilisa ©^editable eerte©::' and fesoowr.;; 
tefeteXy dlseM®d for isafisl and ©ffieleat seraies la bl© position or a 
©©Epasvifel© p&aitlsaa say cz%8y 2®s rst -iramsat ©a assevte ©f dietefiifera 
Sasfe cyte^ttea sssfe bs fited hsf&ra sop&raiicn. teas tfeo rrsrviso catelth- 
225 cte osfete ttei^nfterc Steie you fcavo fend asssa fete: fete rzr,;f,rctl fir--. 
Jysaris © 2 ©i^ilitea s®rte©s<; it 5© yeur psteltega t© apply fer c ••>■•' fzb 

S' iLlc n. 

Si fete eve&fe ys© wisfe to &pptj D fehore is attested for yowy «ss css 
Ap^S&satte* f@i? R9tfessa®Et 3 Standard F®r® 3802U Sfo> Sit’S! SesTrieo c«>» 
®i0Si«a sextos a otetesmt fern* yw 3 sttondiog pbyteeiaa mif fesstebiE* 
a?! pfeyo£©nl oigsasi @£ aaagr asistlag disease or iaflcEy,, with m egress ica ©f 
©pSsa&sa Matter y©u are totally disabled for ius@f&! and efficient sssalaa 
cM ^©tfeos? fete disability is due to vSLeieus habited iaterapermse ©y tellfte 
s'j£s3©iYatesfe 0 A sfeatcaesat ao fe© fete data dies tmfo disability for asefyi aka 

offieleat sesvlee togas sfaewld als© be . teelad3d 0 Tte application raid stated 
oafe imm $im? pfoysisiaxi shaiaXd bs tesdsd t®.tfoa Off is© ©f Personnel,, 

$k3Q E Strssfer, Ho Wo<> fe&sMsigfesa g£ 0 fa So 

SSstso $m b&m fekoE >Q ysc^® cf eSftiX&m rovteso. yss 

arc: satifelsS t® a x®fs?M'©f fefes iwaa fca yanxr rsti-isr^at ass^aat 3 % £ 

©S aa aasauity f@r disability w Attested few this purpoa© in ca AppSlsafeicn 
f©s? ©f tefeir^esafe Bsdsisfeioas afomld ym darsirs t© reipolS'S tfeo rofte^o 

fkig fbxsi sho^Sld b® feaftmSbdl fe© fete OffSe® @f Bsrsstgasil,, EfeJO 1 ? Steiofe,, 
Uec^agte® 8% ©o @00 s-atesr fetes te fete Sitil Sczai&s sfcffiissi^o Xf yac" 
tesicb ©sa o ra ftaadl^ f 3sal sottteaat ef your oasamt wSH bz by fete 
tesiosisa aM fete s-sffed is vstps&afa. ate -dSofeSsst ter® any ester f Site . 
teyates ■jMiSSii toy bs y^/a£te) fee yaa fey fete Agsnsy* fen fe© thres satete 
tey te jjeepis^ fe© p&^scs© tte &$gvs>& o^Mstei «a 0 

tfciry truly ^irsc D ■ 


ScteC" i-sotetest jf?Sf ©site 
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Attachment 4 

00300020004-2 


Sample Memorandum Requesting 
Examination for Disability Retirement 


MEMORANDUM FOR? Chief, 2fedieal Office 

SUBJECT? Disability Estirweat of Mr, J©ha Dos 


1- Mr. John D©g s (office) ( phoa® aafei?) has contacted this 
Office concerning Ms eligibility fey disability retirements In 
©rd©r for his application to receive consideration by th® Retire- 
ment Division of the Civil- Servic© Commission it will fc© necessary 
for tfe® Medical Office to prepare a report ©n all pertinent phases 
of the disabling conditions which are alleged to assist « 

2, Eligibility for festal disability retirement is based ©a 
th® individual '• s incapacity for useful sad efficient Q©rr iee in his 
position or a comparable position. $h@ medical report should in- 
clude a statement ©a the beginning date ©f the disability b if teown, : 
and the history ©f the disability during the period ©f Agency osgflLoy- 
E33sato An ©pinion should als® to oppressed* If. possible,, as t& 
whether ©r ast the disability is dn© t© Ms vicious feafeifesg in« 
teaps ranee ©r tdXXfnS, raisc@adu@tn 

3 c Th© ®9di©al • r@p©rt m.j bo aado by memorasudua ©r say 
©nltaM.® medical fora (sash as Standard ?©ra 7& 0 Certificate of 
Medical E&BBE&nation) stappla'-asafeed by pertinent written eossssnis , 
Please forward the. report in duplicate to this Office in order that 
we can isaclnd© it with other ;s©3ecsasy papers t© to transmitted to 
the Civil Service CsEaiss&oau 


Deputy Assistant Director 
for Personnel 


•- U = 
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Sample Memorandum Requesting Medical Report 
for Employ©© Located Out aid© ¥ashisigfeon s D„ C, 


MEMORANDUM FOB? Chief 9 Medical Of fie® 


SUBJECT? Disability Retirement of Mr, J©to Dos 


lc 


<mpl@yo& 


because ®f ill 


a Agesey who resigned oa 
p has applied 


retirement- Pro<§<3©©iaig ©f this application requires a report 
from your Office oa all phases of fcfco disabling conditions al- 
leged to ©sdst-, Th® standard for total disability for retirsa&ent 
is the Individual : »s iiacapacity for usoM. and efficient 
in 


2., Th© medical report *> fesoad upon available and obtainable 
Information 8 should include a statement as t© tfee beginning dato 
©f the disability D if taow% and fetao history ©f th© disability 
during tfe© period @f Agoney ©mpIoytooBfe^ Ass ©piaiom should also 
fe® ©xpr©ss@d s if -psssiblep as t@ whether or not the disability is 
■due to fch© individual'’ s vici©®o Siabifeo^ iatomperaaeo or willful 
sais©©©dta©t •. Mr, Boo may bo coatoetod at ra== ^ c====== ^^ and hi© 

physician ,J © address is ° 

J„ fih® ia©di©al rep@rt say bo sado fey rosEsrandwa or oa asy 
swifeafel© ffiodical fora (oucfrs ao Standard Fora ?8 0 Certificate of 
Msdioal H^gm iaatioa) oupplosontod by appr@priat© written ©ssaentso 
Pleas© forward the report is dupliest© to this Offic© in ardor 
that w® ©an include it with @th©r KD©©s©&ry papers to fes traas= 
raittod to th© Civil Service @OE?fiiss&sa 


Deputy Assistant Director 
for Personnel 


- If - 
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MOO S8a£sa S& 2 ®ob 
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S®©5? Wo B@©g 

?feis ??22X (S©k 0 ©w 2 l®%i! g®@© Ipfe ©£ ysnas 5 l@bt®£’ @f ( date) 

SrO^pgstSsag 2a£®geat&§a ©a. tfe© gsfesadtag® £@s? ©btesiaSsgfa 
east d3d@©bi®®So 2b e$ 21 lb® Ksgossesy f®3P ye® b© esspMb® th© atfcadsiss! 
£@ 2 S% AppiMabissi £®a R®$te& ®f Itettebisab B®dragt.2®as s osd sreto it tes 
bfe® 0 £SSjs© ®f B3£^@Mi©2 g SifiSO E Stee©b a Mo W 0£ > feshiagfem 0 O <8„ Ple&ss 
disg©gajM tkD fejistoaeM^a « tbs £©sm pswidiag f@y tgsmsalttal ®£ 

hto agpM©abi<® t© bfe© ©SMI i©5ruie® ©igffiisQies&e 

S&3 sifted ©£ ^©bismssb dadaebftsns i@ «3istia$t £r-oa gsjst fisal psy« 
Esfflts b® fe® sad® t© y©® by bh© Ag®ssy© lifess y©®? applicable® is apps'o'^odl 
by <k&st8m&m s poyasab ^,21 5® sadb d&gssta^ b© jm o fesseoeisg b&© 
appli©ati@si say fees mm b© “fe©© Eaatteo 

?Gsy tsrafiy ya©s?s 0 
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